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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Yes
	Management Related: E59
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Dean F. Messer
	SUPERVISOR'S CLASS: CEA III
	personnel analyst: Andrea Riley
	personnel date: 12/13/2013
	PERCENT OF TIME: 














40%












	activity: POSITION SUMMARY
Under the administrative direction of the Chief of the Division of Environmental Services and the lead of the Program Manager III, CBDA, the Program Manager II, CBDA serves as an environmental documentation specialist and is responsible for preparing and managing environmental documents for the Bay-Delta Conservation Plan (BDCP) and the BDCP Environmental Impact Report/Statement (EIR/S) related to the Administrative Record, the public comment process, and tracking of deliverables.  Advise and assist the Chief of Environmental Management DHCCP, Chief of the Division of Environmental Services and the Deputy Director for Delta and Statewide Water Management on actions and needs related to developing the BDCP and BDCP EIR/S.

ESSENTIAL FUNCTIONS
This position requires that incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific essential duties include but not limited to:

Plan, organize, develop, coordinate, oversee, lead, direct, and manage the compilation and preparation of the BDCP HCP and BDCP EIR/S Administrative Record to ensure quality control and project completion.  As the Administrative Record Program Manager you will direct a multidisciplinary team of staff, managers, and consultants by matrix management.  Collect, organize, and produce all “key” documents and records as identified by DWR Legal since the origin of the project in 2006.  Work closely with other BDCP and BDCP EIR/S program managers to 1) develop an administrative record coordinated work plan 2) identify potential delays, and 3) implement strategies to mitigate delays.  Formulate and recommend environmental policy and procedures in development of BDCP Administrative Record, program policy, implement strategies, and apprise Executive management on courses of action to complete the development of an Administrative Record. 

	classification: Program Manager II, CBDA
	appointee: vacant
	dwr position number: 0305-0784-001
	sap personnel no: 
	sap position number: 50004475
	division: DES/DHCCP
	mcr: 1
	percent 2: 30%






20%



5%



5%




	activity2: Prepare environmental documents related to the BDCP and BDCP EIR/S public comment and review process; review correspondence for political sensitivity, responsiveness, clarity, accuracy and quality; write letters or memoranda; review and summarize reports or other technical material; research, correlate, process or evaluate data and information; and, perform other missions requested by the BDCP, BDCP EIR/S, and Delta Habitat Conservation and Conveyance Program (DHCCP) management teams.  

Review progress reports, invoices, and other deliverables associated with the BDCP EIR/S to ensure contract terms are met. Develop task orders for work associated with preparation of the BDCP EIR/S and implementation of BDCP and DHCCP actions.

Participate as a Department spokesperson at various State, federal, or local environmental workgroups, public meetings, science symposia, and in meetings with other governmental and non-governmental organizations which may require traveling by car or airplane.

Research and draft memoranda and other documents for special projects related to key BDCP issues.  Interact with and provide briefings as necessary to the Deputy Directors and the Director.  

SPECIAL REQUIREMENTS
The incumbent must have working knowledge and skills in California Environmental Quality Act (CEQA) and National Environmental Policy Act (NEPA) documentation requirements, State and federal permitting processes, biological principles, endangered species issues, and State, federal and local legislative/governmental processes.  As BDCP and BDCP EIR/S Administrative Record Program Manager, must have extensive knowledge of environmental documentation processes, Bay-Delta ecology, Delta Habitat Conservation and Conveyance, budgeting and administrative functions; knowledge of Departmental programs, policies, and procedures; and work effectively with Deputy Directors, Division Chiefs and their staff. 

Must possess a valid California Class C Driver's License to drive a personal or State vehicle to meetings, conferences, or work sites.

	supervisor name: Dean F. Messer
	employee name: 


